
Communication Request Form Instructions 

All internal and external communication materials must be approved by the Office of 

Communications.  

1. Go directly to the webform using this link: 

https://gadbhdd.sharepoint.com/sites/communities/departments/PublicRelations/_lay

outs/15/start.aspx#/Lists/Communication%20Request%20Form/AllItems.aspx 

 

2. Log in to the Intranet when prompted. 

 

 
 

Alternatively, you can access this form from the Intranet home page. 

a. Go to the Home page: https://gadbhdd.sharepoint.com/Pages/default.aspx and 

log in. 

 

 

 

 

 

 

https://gadbhdd.sharepoint.com/sites/communities/departments/PublicRelations/_layouts/15/start.aspx#/Lists/Communication%20Request%20Form/AllItems.aspx
https://gadbhdd.sharepoint.com/sites/communities/departments/PublicRelations/_layouts/15/start.aspx#/Lists/Communication%20Request%20Form/AllItems.aspx
https://gadbhdd.sharepoint.com/Pages/default.aspx


b. In the top menu, click COLLABORATION SITES. 

 

 

c. In the search box, type “Public Relations” and press the Enter key. 

 

 

 

 



d. Click on the search result that says, “Public Relations”. 

 

e. The Public Relations Collaboration Site will display. In the left hand navigation 

column, click on Communication Request Form. 

 

 

 

 



3. Click on the NEW ITEM link. 

 

 

4. Fill out the form. Required fields (*) must be completed. 

 

 Select the TYPE OF COMMUNICATION using the drop down box. 

 Enter a TITLE. 

 Type in the DATE NEEDED (m/d/yyyy) or click on the calendar icon to select a date.  

 Enter the time. If left at 12:00 AM, the time assumed will be Close of Business. 

 Select the DBHDD DIVISION using the drop down box. 

 Select the FINAL APPROVER using the drop down box. 



 Click on the SAVE button to submit. 

 

5. You will be notified by email of the status of your request. 

 

 


